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of new or revised recordkeeping sys-
tems (whether paper or electronic). See
§1236.6 of this subchapter.

(e) Provide training and guidance to
all employees on agency records dis-
position requirements and procedures
and other significant aspects of the
records disposition program. When a
new or revised records schedule is
issued, provide specific guidance to em-
ployees responsible for applying the
schedule.
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§1225.1 What are the authorities for
this part?
The statutory authorities for this
part are 44 U.S.C. 2111, 2904, 2905, 3102,
and Chapter 33.

§1225.2 What definitions apply to this
part?
See §1220.18 of this subchapter for
definitions of terms used throughout
Subchapter B, including part 1225.

§1225.12

§1225.3 What standards are used as
guidance for this part?

These regulations conform with guid-
ance provided in ISO 15489-1:2001, Infor-
mation and documentation—Records
management. Paragraphs 4 (Benefits of
records management), 6.3 (Responsibil-
ities), 7.1 (Principles of records man-
agement programmes), 8.3.7 (Retention
and disposition), 9.2 (Determining how
long to retain records), 9.10 (Docu-
menting records management proc-
esses), 10 (Records management proc-
esses and controls), and 11 (Monitoring
and auditing) apply to records sched-
uling.

§1225.10 What Federal records must
be scheduled?

All Federal records, including those
created or maintained for the Govern-
ment by a contractor, must be covered
by a NARA-approved agency disposi-
tion authority, SF 115, Request for
Records Disposition Authority, or the
NARA General Records Schedules.

§1225.12 How are records schedules
developed?

The principal steps in developing
agency records schedules are listed
below. Additional details that may be
helpful are provided in the NARA
records management handbook, Dis-
position of Federal Records at http:/
www.archives.gov/records-mgmt/publica-
tions/disposition-of-federal-records/
index.html.

(a) Conduct a functional or work
process analysis to identify the func-
tions or activities performed by each
organization or unit. Identify the rec-
ordkeeping requirements for each.

(b) Prepare an inventory for each
function or activity to identify records
series, systems, and nonrecord mate-
rials.

(c) Determine the appropriate scope
of the records schedule items, e.g., in-
dividual series/system component,
work process, group of related work
processes, or broad program area.

(d) Evaluate the period of time the
agency needs each records series or
system based on use, value to agency
operations and oversight agencies, and
legal obligations. Determine whether a
fixed or flexible retention period is
more appropriate. For records proposed
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